State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Youth Aid 0130-9991-900 50055476 1
APPOINTEE SAP PERSONNEL NO. DIVISION/SECTION
Vacant Executive/Office of the Chief Counsel
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Shannon Lee Administrative Officer Il
APPROVED BY (Personnel Analyst's Name) DATE
Amanda Jack 10/25/2011
Pe_rl_(i:;enrg of Activity
POSITION SUMMARY
Under close supervision of the Administrative Officer Il and in a trainee capacity, the Youth Aid
performs routine tasks and provides clerical assistance to the Office of the Chief Counsel.
ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance; exercise good judgment. The specific essential duties are
as follows:
55% Photocopy materials and maintain copy and supply areas in a neat and orderly manner.
25% Answer multi-line telephone and greet visitors when receptionist is away from the desk.
10% Travel to State Law Library, Attorney General's Office, or other legal offices on occasion to pick up
or deliver reference material and various legal documents.
5% Pick up and deliver mail for all attorneys and support staff.
5% Assist other staff with filing and updating manuals and or library materials in the Office of the Chief
Counsel, and other Executive Division offices.
SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
>
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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	activity: POSITION SUMMARY

Under close supervision of the Administrative Officer II and in a trainee capacity, the Youth Aid performs routine tasks and provides clerical assistance to the Office of the Chief Counsel.   

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment.  The specific essential duties are as follows:

Photocopy materials and maintain copy and supply areas in a neat and orderly manner.

Answer multi-line telephone and greet visitors when receptionist is away from the desk.

Travel to State Law Library, Attorney General's Office, or other legal offices on occasion to pick up or deliver reference material and various legal documents.  

Pick up and deliver mail for all attorneys and support staff.

Assist other staff with filing and updating manuals and or library materials in the Office of the Chief Counsel, and other Executive Division offices.
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